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Link to the Portal

The web portal provides producers with access to 
their clients’ certificate information once enrollment   
is completed and all of the certificates have been 
issued.

You may access the portal by clicking on the 
following URL: https://massmutual.ins-portal.com

For questions around access or policy information call 
(844) 975-7522 (1-844-WRKPLACE) and Press 1 for 
customer service.

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.
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4

Registration Process

To access the portal for the first time, you must first register. If you have already registered proceed to page 8 for Log In instruction.

Click the ‘Register’ 
link located in the 
top right of the page 
or under the User ID.

1
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1

This will provide 
information for 
any questions 
you may have. 
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Registration Process (cont’d)

During the registration process you will need to register as an agent/broker or agency depending on the government identifier.

1

2

3

Note: When entering Agent # or 
Agency # you must include a ‘-’ 
then your associated agency 
number after your 6 digit ID#. 
Direct Broke always entered as 
‘-168’. See example entries.
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123456-024 or 123456-168

Return to Table
of Contents

If Agent/Broker, select ‘User 
Type’ as ‘Agent & Broker’ if 
individual government 
identifier is SSN.

Or 
If Agency select ‘User Type’ 
as ‘Employer/Agency’ if 
entity government identifier 
is Tax ID

Complete required fields (*).

Click ‘Next’. Portal will 
validate registration data 
before proceeding to next 
step.

1

2

3
123456-024 or 123456-168
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Registration Process (cont’d)

1

2

1

2

Create User ID, Password 
and Security Questions.
Password Requirements: 
- Must be at least 8  

characters
- Must contain a mix of 

letters, numbers and at 
least one special character

- For password resets only, 
must not have been used 
within the last 5 passwords

Click ‘Submit’ to 
complete Registration.
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Once validation is completed in previous step you will be required to complete all required fields (*) on this screen.
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Registration Process cont’d

Once Registration is complete and you receive Congratulations message, click Log in to access the portal.

Once registration is 
complete and you 
receive the 
Congratulations 
message, click ‘Log In’  
to access portal.

1

1
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Log-In Page

Log-in to the portal following the steps below.

3

4

Enter User ID.

Click ‘Next’.

Next page enter 
Password.

Click ‘Log In’.

1

2

3

4

If you forget your 
password, click 
‘Forgot Your 
Password’ and   
follow the steps. 

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.

Return to Table
of Contents

1

2

If you forget your 
User ID, click 
‘Forgot User ID and 
follow the steps. 
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Producer Home Page

The first screen you will see when entering the portal will be the “Search for Coverage” screen. You can access “Customer Service” 
or “My Account” links on every screen within the tool.

Customer Service

Insurance Forms
Contact Us

Hover over 
Customer Service 
or My Account to 
access additional 
links.

Return to Table
of Contents
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Search for Coverage

This screen provides the ability to search for coverage by owner name or certificate number.

1

Click ‘Name’ to access 
policy owner insurance 
information.

Once search criteria is 
entered, click ‘Retrieve’ 
to display below
results.

1

2

From this page 
you have options 
to view certificate 
details or 
billing/payments.

2

Return to Table
of Contents
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Certificate Billing/Payment Inquiry

Once a certificate is in force it will be searchable on the Billing/Payment Inquiry screen. 

3

1
2

3

Return to Table
of Contents

Search by payor or 
certificate/policy 
number.

Click ‘Retrieve’ to 
access policy owner 
insurance information.

Click on ‘Certificate/ 
Policy Number’ to 
access billing/payment 
detail.

1

2

3
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My Insurance Page – Certificate Billing/Payments Detail

Billing and payment detail screen provides current billing information and displays payment history.

To view insured 
information or 
contract information 
click this link.

Insured Name

Payments in the history 
grid are reflected in the 
Paid to date.

Return to Table
of Contents

Last statement date on 
certificate can also be 
viewed.
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Inforce Business - Search by Group

Once a certificate has been billed for the initial premium, the certificate’s details will be displayed on the “Inforce Business” 
screen regardless of status. 

Filter options available to 
drill down to a specific 
certificate or view full 
group details. 

Click ‘+’ for more 
certificate detail.

Additional policy data 
will display.

1

2
1

2

Return to Table
of Contents

3
3
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Inforce Business - Search by Group (cont’d)

Select Multiple Groups window will display.

1

2

3

Type into search value 
box to quickly find that 
selection.

Check box for groups to 
include in search.

When completed click 
‘Apply Filter’ to search 
using those groups.

1

2

3

Return to Table
of Contents
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Inforce Business - Search by Group (cont’d)

This screen will display specific groups requested after clicking Retrieve.

1
Click on ‘Retrieve’ to 
obtain groups selected.

1

Return to Table
of Contents
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New Business- Search by Group

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.

Return to Table
of Contents

1

2
3

Filter options available to 
drill down to a specific 
certificate or view full 
group details.

Click an application 
number in the 
Application Number 
Column

Additional policy data 
will display.

1

2

3

This screen will provide a listing of all new business certificates prior to initial premium 
being applied. 
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New Business- Search by Group (cont’d)
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Return to Table
of Contents

Select multiple group window will display.

2
3

1
Type into Search Value 
box to quickly find that 
selection.

Check box for groups to 
include in search.

When completed click 
‘Apply Filter’ to search 
using those groups.

1

2

3
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New Business- Search by Group (cont’d)
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Click in ‘Retrieve’ to obtain 
group selected.

1

Return to Table
of Contents

This screen will display specific groups requested after clicking ‘Retrieve’.

1
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Production Reports

This screen provides ability to view standard production reports from a new business and inforce perspective.

1

Standard reporting provides 
a chart of policy counts, 
volumes and annual 
premiums by product for 
status “changes’ on 
certificates. To view/run 
reports click on 
‘Production Summary’.

1

Return to Table
of Contents
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Production Reports (cont’d)

Production Summary provides reporting flexibility to generate reports based on different parameters/date ranges.

1 2

4
3

Reports can be 
exported to Excel 
or PDF.

Select ‘Inforce’ or  ‘New 
Business’ report category.

Click statuses to be 
reported.

Click date range for 
reporting period.

Click ‘Submit’.

1

2

3

4

Return to Table
of Contents
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1

Reporting Results are then displayed on the same screen. 

Production Reports (cont’d) Return to Table
of Contents

To view certificate 
details click on a 
product under 
‘Insurance Type’.

1
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Production Reports (cont’d)

If the “whole life” or “total” link is clicked a new screen will pop up with the Production Summary Detail that can also 
be exported into excel or PDF.

Reports can be 
exported to Excel 
or PDF.

Return to Table
of Contents
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Glossary Return to Table
of Contents

SYSTEM STATUSES
Term Definition

Active Awaiting Premium Application for coverage was accepted and initial premium is pending receipt.

Active Premium Paying Premiums are being collected for the certificate.

Cash Surrender Certificate no longer inforce.  Certificate owner chose to surrender the certificate. 

Declined Application for coverage was rejected.

Issue – Not Paid New Business status meaning it has been issued but not settled and moved Inforce.

Inforce – Extended Term Inforce certificate with premiums no longer being paid. Coverage amount based on cash value.

Lapsed Certificate is no longer inforce due to non-payment of premium.

Not Taken Certificate owner decided to not accept the certificate.

Pending Application has been entered into admin system.

Withdrawn Certificate owner has withdrawn request for coverage.
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